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Isl.

TIME OFF IN EMERGENCIES

Description and Scope - M.S. § 43A.05, Subd. 4 permits the Commissioner of DOER to
excuse employees from duty and to authorize appointing authorities in the executive branch to
pay employees for time off work during natural or man-made emergency situations. This
Administrative Procedure specifies that the Commissioner has the authority to declare an
emergency situation, close agencies, and authorize payment to employees who do not report
to work or are sent home from work after an emergency has been declared. Appointing
Authorities retain the authority to close or not close their facilities at any time.

Obijective - To provide appointing authorities and employees with a clearly defined procedure
to follow during emergency situations thus increasing and improving the capabilities of state
government to function during natural or man-made emergencies.

Definitions - Key Terms

"Full pay" means regularly scheduled straight time pay for the scheduled work day. It does
not include shift or equipment differential or overtime.

"Time-off in Emergency Plan" is a comprehensive emergency procedure developed and
implemented by each appointing authority.

Responsibilities
Employees, appointing authorities, and DOER have responsibilities in emergency situations.
A. Employees:

1 If not needed to provide essential services, employees should take personal
responsibility for own health and safety and coordinate with the appointing authority to be
excused from work during natural or man-made emergencies.

2 To listen to local radio and television stations and/or follow their internal agency
procedures prior to start of work shift to determine whether facilities in area have been closed
due to natural or man-made emergencies.

B. Appointing Authorities:

B Determine if facilities should remain open or be closed as appropriate during
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situations that could impact the health and safety of their employees and results in temporary
unavailability of work. The decision as to whether the employee absence is with pay as
declared by DOER or charged to some other approved leave is secondary to the health and
safety of the appointed authorities’ employees.
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. Develop and maintain a Time-off in Emergency Plan which specifies:
Essential staffing requirements to be maintained during emergency situations.
The name and phone number of the individual(s) who can make closure decisions.
Steps/procedures to follow in making closure decisions.
The name and phone number of the agency contact and back-up person responsible for
implementing the plan.
Internal operating procedures to be followed during a natural or man-made emergency,
including notification of closure for persons with hearing, vision, or other impairments.
Keep current emergency contact lists used by agency and DOER in providing
notification of emergency declarations.
Request exemption from invocation of emergency leave for essential work units or
employees.

C. Department of Employee Relations:

Declare the emergency that may adversely impact the health and safety of employees
and to ensure consistency among state agencies in a geographic area.

Notify appointing authorities in the applicable geographic location of the declaration of
the emergency.

Authorize appointing authorities in the emergency area to pay employees for time off
work as appropriate.

Approve recommendations of Appointing Authorities as to which state agencies and/or
facilities are to be exempted from the invocation of emergency leave.

Exempt certain individuals and operations from emergency leave on the basis of
essentiality of services rendered or other staffing or work-related considerations (caseby-case
basis) on request of appointing authority.

Declare an end to the emergency.

D. Closing Facilities Due To Natural or Man-Made Emergencies:

A natural or man-made emergency may be declared by the appointing authority
and/or DOER.
ADMINISTRATIVE PROCEDURE
5.4 Page 3 0of4
1. Appointing Authority Declared Emergencies

Provided essential services are adequately staffed, an appointing authority may close
- a facility without consultation with DOER if the appointing authority determines a
natural or man-made emergency may:

a) Adversely impact the health and safety of employees in the facility; and,
b) Results in unavailability of work until the emergency has passed.

If an appointing authority does close a facility due to a natural or man-made
emergency, then employees shall cover the absence with annual leave, an adjusted
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work schedule, compensatory time, or leave without pay.

As soon as is practical, an appointing authority shall notify DOER of the closure. The
appointing authority may request approval for emergency leave by submitting
documentation supporting the reason for the closure to the Commissioner of DOER.
If DOER approves and subsequently declares an emergency, then the absence from
work due to the emergency shall be with pay.

2. DOER Declared Emergencies

Provided essential services are adequately staffed, DOER may close a facility or
facilities in a geographic area if it is determined that a natural or man-made
emergency may:

a) Adversely impact the health and safety of employees in the facility; and,
b) Results in unavailability of work until the emergency has passed.

If an emergency is declared by DOER contemporaneously with or following
declaration of the appointing authority, then the absence from work due to the
emergency shall be with pay.

Process DOER shall follow in having a situation declared an emergency includes:

a) Consulting with Commissioner of Public Safety regarding the emergency
conditions and impact on health and safety of employees in geographic location.

b) Consulting with appointing authority regarding availability of appropriate work
for employees in geographic location of emergency.

c) Commissioner of DOER declares emergency or determines that emergency
doesn't exist.

d) Commissioner of DOER communicates decision to all affected
Appointing Authorities.

e) Commissioner of DOER authorizes emergency pay if appropriate.

E. Employees At Work When Emergency Declared by DOER:

L7 Employees who report to work and are then sent home shall not be paid for
more than their regularly scheduled hours. Employees shall not be enriched through additional
compensation, including compensatory time, or increased benefits as a result of an emergency
situation.

ADMINISTRATIVE PROCEDURE 5.4 Page 4 of 4
2 Employees who are required by their appointing authorities to remain at work shall not
be paid for more than their regularly scheduled hours or the actual number of hours worked.

F. Employees On Leave When Emergency Declared by DOER:

1 Employees on approved sick or pre-arranged vacation leave shall not have such leave
time restored to their balances.

2 Employees on any approved leave without pay shall not be paid for any emergency
leave time.

3 Employees who call in, on the day of an emergency, for vacation time, or compensatory
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time will be credited with emergency leave from the point of the declaration of the emergency
declared by DOER to the end of the scheduled shift.

G. Amount Of Emergency Leave When Emergency Declared by DOER:

1. An employee's absence with pay for emergency situations shall not exceed 16
hours during that emergency unless the Commissioner of DOER authorizes a
longer period.

H. Reporting Emergency Leave for DOER Declared Emergencies:

1. Agencies using the positive time reporting system should instruct employees to
record this time under "Other Authorized Leave Hours Taken" and record “MSL”" to
designate the type of leave taken. Also note in the Remarks section "Weather
Emergency" or "Emergency Situation" as appropriate.

Other Relevant Laws, Personnel Rules, Contracts and Administrative Procedures

M.S. § 43A.05, Subd. 4 - Time Off In
Emergencies Collective Bargaining Agreements
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Attachment B

MINNESOTA BOARD OF NURSING

The Board of Nursing is committed to promoting employee safety in the event of a weather
emergency (i.e. tornado, storm, etc.) impacting safe travel. The declaration of a weather
emergency by the Department of Employee Relations (DOER) can be statewide or limited to a
specific portion of the state. The guidelines listed below are general parameters for attendance
expectations and are intended to assist employees to make responsible decisions about
attending, leaving and reporting absence in the event of a weather emergency. The guidelines
are consistent with DOER’s weather emergency policies.

Declaration of a weather emergency: Board employees should not be at work when a weather
emergency has been declared by DOER for the Board office location.

Notification: Board staff should listen to WCCO 830, WMNN 1330, WCCO TV or KARE TV
broadcast for announcement of closure of state offices due to a weather emergency prior to the
start of a normal work day (8:00 a.m.) Board staff will not be notified individually of a weather
emergency.

If deaf or hard of hearing staff have a TTY machine, the employee(s) will be contacted by the
employee’s supervisor through the Direct Connect Minnesota Relay Service (MRS) at (612)297-
5353 (metro) or 1-800-627-3259 (out state). If deaf or hearing-impaired staff do not have a
TTY machine, emergency communication arrangements will be made with the employee at the
time of hire.

If a weather emergency is declared during the business day, the Operations Manager and/or
Executive Director will inform Board staff of office closure by electronic mail or in person.

The individual employee should use discretion to determine whether or not to travel if the office
is closed due to a declared weather emergency during the business day.

If employee(s) must remain in the Board office after closure due to a weather emergency, the
Executive Director or designee will remain in the office with the employee(s).

Reimbursement in the event a weather emergency is declared: In the event a weather
emergency is declared by DOER for the Board office location, the following provisions of the
DOER Administrative Procedure 5.4 will be applied:

e Employees who reported to work and were then sent home will not be paid for more than
their regularly scheduled hours. Employees will not be enriched
through additional compensation, including compensatory time or increased benefits as a
result of an emergency situation.

¢ Employees who are required to remain at work shall not be paid for more than their
regularly scheduled hours or the actual number of hours worked.

« Employees who call in, on the day of an emergency, for vacation time, compensatory time
or leave without pay will be credited with emergency leave from the point of the declaration
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of the emergency to the end of the scheduled shift, if the Board office ceases operations
during the employee’s regular shift.

 Employees on approved sick or pre-arranged vacation leave will not have such leave time
restored to their balances.

* Employees on any approved leave without pay will not be paid for any emergency leave
time.

» Reporting of these emergency leave times for payroll purposes should be recorded using
the eamings type “MSL" under other authorized paid leave hours taken.

Unique situations: If there is a unique individual situation due to the employee’s location that
makes it impossible or unsafe for an employee to report to work when an emergency has not
been declared, the employee should use discretion to determine whether or not to travel to
work.

If an employee determines not to report to work due to a unique situation, the employee is
expected to notify the section supervisor or another administrative person, by telephone, of the
decision not to report to work. The employee and the supervisor should refer to the Board’s
Work Attendance Guidelines and/or Work Hours Policy to determine what type of leave or
means to make up lost time will be considered for authorization.
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